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Maintain Employee Data Objectives

By the end of this chapter, you will be able to:

» Define terms, concepts, and procedures

» Maintain and display employee master data
record

» Correct employee master data errors

AASIS Support Center, V3.0 32
November, 2005, Gwinnett Orr
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Maintaining Employee Master Data
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Maintaining Employee Master Data

Throughout the lifecycle of an employee at the State of
Arkansas, there are many situations that require
adjustments and modifications to employee personnel
records. This may include a change in address, bank
details, taxes, and so on.

There are two methods for maintaining employee data in
AASIS:

*Personnel Actions (PA40) — used to complete more
complex changes such as a change in pay or transfer.
Infotypes are maintained sequentially within the personnel
actions. This ensures that all data relevant to particular
personnel procedures are recorded and all records are
properly delimited in the system.
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Maintaining Employee Master Data
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Maintaining Employee Master Data - There are two
methods for maintaining employee data, continued:

*Maintain Master Data (PA30) - To maintain specific employee
records outside of an action, you can access individual
infotypes from the Maintain Master Data screen. If the
appropriate Personnel Action does not exist, maintain master
data by adjusting or modifying data through infotypes found in
transaction PA30. However, it is not recommended to
maintain the Basic Pay infotype 0008 thru PA30.

Note: PA20 displays the same information that is
“maintained” in PA30, but PA20 is a “Display Only” transaction
and is to be used when you need to view an employee’s
information.
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Maintaining Employee Master Data
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Individual Infotype Maintenance (PA30) — used to
locate individual infotypes or to make the appropriate
changes to an infotype. This transaction can be
used:

* To correct errors made during initial master
data entry.

« To populate infotypes that were skipped
during initial master data entry.

 To add additional data.
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Maintain Data

The effective date must not be earlier than the beginning the
first pay period of the fiscal year.

For example, a correction initiated on 7/6/04 may have an
effective date no earlier than 6/20/04.

If it is necessary for the agency to have Master Data corrected
beyond the beginning of fiscal year limit, the agency must send a
request with justification to the State Payroll Manager at the
Office of Personnel Management/State Payroll (fax number 501-
682-5094) for approval.

Stopllihinkl"Remember!

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

3-6

Note: The effective date must not be earlier than the
beginning the first pay period of the fiscal year. For
example, a correction initiated on 7/6/04 may have an
effective date no earlier than 6/20/04.

If it is necessary for the agency to have Master Data
corrected beyond the beginning of fiscal year limit,
the agency must send a request with justification to
the State Payroll Manager at the Office of Personnel
Management/State Payroll (fax number 501-682-
5094) for approval.
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It is always a good practice to have your agency’s person
with the role of Agency Payroll Systems Management to run
a payroll simulation after making master data updates. This
will help ensure that the updates were made correctly. If the
master data updates were not processed correctly, the
employee’s pay may be affected and/or an error message
may be received.

Stoplilhinki"Remember!

FYIl: Master Data updates performed on the Monday
morning of pay week (or the morning of the day OPM/State
Payroll Systems runs payroll), MUST be completed before
12 o’clock noon.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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Deletion of Records

If you receive a deletion message, re-check your entries.
Continuing to process an entry for which a deletion warning has
been generated can lead to the deletion of related information
that should not be deleted.

Stoplilhinki"Remember!

Agencies can delete an Action but never a personnel number.
Only OPM/State Payroll Systems has the authority to delete a
personnel number.

All infotypes created under that Action must be deleted also.
Use extreme caution when deleting a personnel action.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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Personnel Infotypes - Tabs
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Tabs

Tabs enable you to display, and jump between
multiple screens of data within a single window. The
green checks indicate that these records have
existed or currently exist for this employee.

You can access a particular infotype (or subtype)
either by selecting the infotype listed on the tab, or by
entering the infotype number in the Infotype field.

To access a particular infotype for an employee
based on a particular key word, enter the key word in
the Infotype field located on the Maintain HR Master
Data screen. The system will provide you with a list
of all the related infotype(s) with that particular word.
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Maintaining Infotype - Buttons |

» Create a new infotype record

Ill « Copy a new infotype by
copying an existing record

« Change an existing infotype
record

K EY =]
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Maintaining employee data involves either making changes to
existing records or creating new records.

Create

The Create function enables you to enter new data. You
should only use this function if an infotype has not been
created in the Action such as Other/Previous employers. The
infotype history is created using the appropriate validity
periods. Use sparingly. To reduce errors, consider using
the copy function instead.

Copy
The Copy function also enables you to create new infotype
records. It also updates the infotype history.

10
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continue

» Create a new infotype record

Copy a new infotype by
copying an existing record

« Change an existing infotype
record

K ElY=]

AASIS Support Center, V3.0

November, 2005, Gwinnett Orr 1

However, unlike the create function, the current data is
defaulted on the screen. You are then able to edit the
existing data by entering a different ‘Start’ date and save as
a new infotype record. The old record is also delimited.

Change

The Change function enables you to correct an existing
record without creating a new infotype record. This function
should be used only to edit incorrect data versus updating
data. Changes to infotype records are not included in the
history.

Note: If you use “change”, the history will not be created.
The existing record is just overwritten. Use change with
caution.

11
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Editing Infotype Data - Buttons

HiW 'E“" .
= Save 5| + Overview

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

3-12

Save

Click this button to save all changes or a newly
created infotype record. Re-check your entries to
make sure all data is correct before using this button.

Overview
Click this button to display an overview of all the
records of the specific infotype.

12
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Why Maintain Personnel Master Data through
Personnel Actions (PA40)?

» If an action exists which includes the infotypes you need
to correct or maintain, you may re-execute the personnel
action, with transaction PA40.

» Since this is an integrated system, when you use the
appropriate Personnel Action the system will prompt you
to update all data for the infotypes included in the action.

AASIS Support Center, V3.0

November, 2005, Gwinnett Orr 13

When you use PA40, history is created in the actions
overview.

If you exit out of PA40 before completing the action,
or if your system locks up, or a power failure is
experienced; re-execute your Action instead of
maintaining each infotype through PA30. This
procedure will automatically take you through the
infotypes. To re-execute your Action, refer to
Troubleshooting Note # 7.

13



How to delete a Personnel Action

X You can delete a personnel action if the wrong employee was used
or you processed the action incorrectly and want to start over.

You cannot delete the Hire Action!

X Follow the steps below to determine which infotypes were used in
the action.

Enter PA40 in the command field and press enter.

Enter the personnel number used.

Enter the effective date used.

Select the action.

Click execute.

Click on the “Execute info group” button. Enter and Save.
Click continue.

Write down all the infotypes used in the personnel action, starting
with Actions infotype 0000. Use the forward arrow to view and
write down all infotypes.

These steps are use to properly delete an action and to avoid

errors in payroll.
AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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How to delete a Personnel Action,

continued...

1. Enter PA30 in the command field and press enter.

2. Select the infotype to be deleted, starting with the Actions
infotype 0000.

3.  Click on the overview icon.

4.  Select the action line item to be deleted.

5.  Click on the delete icon.

6. The Delete Actions screen will be displayed. Click on the

delete icon twice.
Repeat steps 8 thru 12 for each infotype involved in the
Personnel action.

These steps are use to properly delete an action and to avoid

errors in payroll.

Stop! Think! Remember!

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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List Actions

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

HRPA-Personnel Administration
version 3.0
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Demonstration

@Maintain Address

Human Resources > Personnel Management >
Administration > HR Master Data> Maintain (PA30)

version 3.0

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

1. Follow the menu path and
2 PA40- Persannel Actions double click on Maintain

command field and press

HRPA-Personnel Administration
version 3.0
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Addresses O field under “Direct Selection”. You may
Basic Pay (@) select the subtype from the drop down list.
Family MemberiDependents D Fic) T Last month
Residence Status 14 &Jrrpermd O Current Year
Additional Persanal Data o< | B Chosse |
Communication [+]
Direct selection i \4
Infotype STy

[]
[=]
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[=]
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AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

HRPA-Personnel Administration
version 3.0
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Change Addresse.
4 7. enter \M

Personnel | Mo 1498 Mame Turner .. Status Active %
EE group T State BxtrarSeaso.. Personnelar  FAGT DFA ml
EE subgroup U8 Hourly 55N 432541441
Start 0arza/2084 [l m+2+a7e2nw (5. For this exercise, enter employee’s
hire date. Refer to the note below.

Address

Address type Permanen it residence ]

th 6. Make corrections to

Address line 1 9121 Sulpha Springs — the employee’s address.

Address line 2

City Little Rock

State/Zip Code AR Arkansas 72204

Cauntry Key LISA &

Telephol lull

Communica tions

Type Number Exte

Type Nurmber Exte —

Type Nurnber Exte

Type Number Exte |
| 17

AASIS Support Center, V3.0 3.21
November, 2005, Gwinnett Orr

Note: If the information has been incorrect from the
employee’s hire date, then use the hire date. If making an
update, such as the employee moves, then use the copy
function and enter the beginning of the current pay period.

The effective date must not be earlier than the beginning of
the first pay period of the fiscal year. For example, a
correction initiated on 7/6/04 may have an effective date no
earlier than 6/20/04.

If the effective date for the address correction will extend
beyond the beginning of the first pay period of the fiscal year
limit, the agency must send a request with justification to the
State Payroll Manager at the Office of Personnel

Management/State Payroll (fax number 501-682-5094) for
approval.

21
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Exercise Scenario #2

Someone accidentally recorded
the wrong street number for an
employee’s address. Change the
employee’s address.

AASIS Support Center, V3.0 3.22
November, 2005, Gwinnett Orr
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Demonstration

@Maintain Bank Details — Create Direct
Deposit

Human Resources > Personnel Management >
Administration > HR Master Data > Maintain (PA30)

AASIS Support Center, V3.0

November, 2005, Gwinnett Orr 2
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g B e 1. Follow the menu path and double

) PA0- Display click on Maintain or enter PA30 in
£ PAIN - Parsonnel Fila the command field and press enter.
) PATO - Fast Entry
) PA42 - Fast entry: Actions
i3 Info System
b [ Tools
B (1 seftings
P [ Recruitment
B [ Personnal Development

b [ Benefits
[2]
Pl | Compensation Management
BB el S e
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AASIS Support Center, V3.0
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Infotype text Period

Basic Pay @ Period
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dditional Payments 3. From the Payroll tab select the Bank Details

Cost Distribution I\ infotype or enter the infotype number 0009 in the
e infotype field under Direct selection.

External Bank Transfers (S 1) ) ) 3 i)

Fayroll Status O currperiod ) Current Year

Payroll Results N

Hourly Rate per Assignment

-

Direct selection
Infatype STy

@@ Enter a personnel number

AASIS Support Center, V3.0
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Infotype  Edit Goto Btz

@
Copy Bank Details
<
2
Personnel No 1493 Mame Turner .. Status Active
EE group 7 State ExtrarSeaso.. Personnelar  FAOT DFA
EE subgroup U0 Hourly 55N 432-54-14M
Start /20t 2004 @ID 12/31/9999
! \ 5. Enter the beginning of the current pay period.
ank details
Bank Detailz Type Main bank Refer to note below.
Payes Turner Quartez
Postal code [ city Taz204 Litlle Rock
Bank country Usa ]
Bank Key 851403915 ‘\Checkbuuncers Bank of Arkansas
BankAccountMumber 123456789 6. Enter the bank k b If th
Payment method D ACH Paymentfar Pa - Enter e an ey nun? er. e
— number is unknown, click on the
Payment currency usD drop-down list and go to the next step.
T

[ 47

AASIS Support Center, V3.0 3.26
November, 2005, Gwinnett Orr

Note: The effective date entered in the ‘Start’ field,
MUST be the beginning of the current pay period.

If you are adding a credit union or a second bank,
you MUST select ‘Other bank’ from the drop-down
list in the ‘Bank details type’ field.

26
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Copy Bank Detaiis

Payment meth @

Furpose

*
Payment currenc ¥ | 7. Click Continue.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

3-27

Note: If you know the name of the bank, you may
search for that bank name only. Enter one or more
letters of the bank name followed by an asterisk in
the ‘Bank name’ field. Then complete steps 7 thru
15.

Or you may search for the bank in a particular city,
by entering the name of the city in the ‘City’ field.
Then complete steps 7 thru 15.

27
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Restictions |
=

MCICIEEE]
Ct...|Bank Key ‘Name of bank |House number and stre...‘ciw ‘Bank Bran... |SWIFT code Bank numb..
US 011201526 Mighty Money Bank of Arkansas 88 Megabucks Dr. Litle Rock 011201526 E|
S 051403315 |Checkbouncers Bank ofArkansaa |2721 Highrollers Lane Little Raock 051403815 @
S 053201801 Filthy Lucre Mational Bank 2935 Sawhucks Ave. Little Rock 053201801
US 0583202318 Loot Keepers Bank of Arkansas 85 Treasure Trail Litle Rock 053202318
US 064003205 Parsimonial Bank and Trust 064003205
LS 064102818 Cash Keepers Bank of Arkansas 064102818
US 064103367 Fistfullo Dollars Bank and Trust Co 25 Eastwond Lane Little Rock: 064103367
S 081509290 Ragstoriches Bank of Arkansas 888 Moneypenny Ave. Little Raock 081508230
S 081518375 Finders Keepers Bank of Arkansas 2 Losersweepers Lane  Litlle Rock 081518375
US 082007781 Casherino Bank of Arkansas 77 Cashetina Circle Little Rock: 082007781
LS 082901020 Dollarama Bank of Arkansas 65 Dollar Sign Drive Litle Rock 082301020
LS 082901075 Dollars Galore Bank and Trust Co. 12 Dollarway Place Little Rock 082901075
US 082801266 Plenty Peso Bank of Arkansas 849 Bighuck Rd Little Rock 082801266
US 082901774 Lottsalira Bank of Arkansas 56 Moneybags Dr. Litle Rock 082901774
LS 082974332 Moneyhags Mational Bank 87 Lincoln Ave. Little Rock 082974332
US 084101514 Big Buck Bank 78 Sweetcash Dr. Little Rock 084101514
US 111101808 Money Lovers Bank 8985 Greedy Lane Litle Rock 111101808 |
S 113117411 Hawg Bank of Favetteville 33 Razorback Road Favyetteville 113117411
LS 253272070 MNouveau Riche Bank of Arkansas 55 Beverly Hillhillies Ave.  Little Rock 253272070
US 281573042 Dollar Dealers Bank 68 Wooden Nickels Dr. Little Rock 281573042 E‘
S 281673288 Insider Trading Investment and Banking Co. 5588 Shady Lane Little Raock 281573288 E‘
L] |[«][+]

25 Entries Found £
| d 7

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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Infotype  Edit Goto  Extras  Systern  Help
@ alaf @@ DEE anLan BE @mE
Copy Bank Details
o
oy
Fersonnel No 14493 Mame Turner .. Status Active
EE group 7 GState ExtraiSeaso.. Personnelar  FAO1 DFA
EE subgroup U8 Hourly s8N 432-64-1441
Start 9/20/2004 to 1273179999
Bank details
Bank Details Type Main bank 4]
Payee Tumer Quartez
Postal code ( city 72204 Lite rack | 9. Enter the Bank account number.
Bankicounty il L The number cannot exceed 13 digits.
Bank Key B51403915 /e{ec‘ S —————
Bank Account Mumber 123456759 Bank control key 2
Payment method D ACH Payment far Payroll \
Purpose
Payment cutrency usk 10. Enter ‘01’ for a checking account

or ‘02’ for a savings account in
the Bank control key field.

AASIS Support Center, V3.0 3.29
November, 2005, Gwinnett Orr

Act 1887 requires all new state employees to be
paid by electronic direct deposit (infotype 0009).
Therefore, Bank Details Payment Method now
defaults to D (direct deposit). The former default
value was P (warrant for payroll).

Other required fields for direct deposit are Bank
Key, Bank Account Number, and Bank Control
Key ('01' Checking, '02' Savings).

Note: You MUST enter the correct bank account
number and the type of account, either checking or
savings. Otherwise, the employee’s pay will not be
transferred appropriately. VERIFICATION is a
MUST for the Bank Details infotype.
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Bl B0 o0 EE @

9/20/2004 | ta 12/31/93¢

Restrictions |

Bank details — |

Bank Details Type Main bank

Payee Turner Quartez PM [Text |

Postal code J§ city 72204 Little Roc Cash Payment

Bank country USA a D

Bank Key 051403915 F Wigrrant for Pawroll

Bank Account Mumber 123456789

Payment method D ACH Paymentfor P 11. Select ‘D’ for direct deposit.

Putpose The value will default into the

Payment cutrancy usD ‘Payment method’ field. Enter and save.

3 Entries Found

AASIS Support Center, V3.0

November, 2005, Gwinnett Orr 330
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CEe CHE SDLa0 REI@m
Copy Bank Details

Mame  Turner .|
n -F.REH
w
ftoi14:2004 (e 124310995
Bank details
Bank Details Type Main bank
Fayee Turner Quanez
Postal code i city 72204 Litlle Rock
Bank country [WE=2) =
Bank Key 253272070 Mouveau Riche Bank of Arkansas
Bank Account Mumber 123456729 Bank control key 0z
Payment meathod [} ACH Payment for Payrall
Furpose
Payrment currency uso

You will receive the message stating
record delimited.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

Recard valid from 09/20/2004 to 12/31/8994 de ed at end

HRPA-Personnel Administration
version 3.0

3-31
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gl a0 e@e CHR anan [AE @

Maintain HR Master Data

|

Favroll Results
Hourly Rate per Assignment

1498 15. Click overview, to view the employee’s
Turner Quartez bank details history.
T FAODT
u@ 383260
Fayroll
D Perind
® Period
Recurring Payments/Deductions Fr. To
Additional Payments O Today O Currweek
Cost Distribution Al O Current month
_ ) From cutr.date O Last week
External Bank Transfers O To current date O Last manth
Payroll Status 4 O Curent Year
[2]
5]

O Curr.period

Direct selection

Infatype Bank Details

i

(& Record created

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

You will receive a message record created.

HRPA-Personnel Administration
version 3.0
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Infotype  Edit Goto  Extras  Systern Help
& 2dH C@e CHE DDLD HE @
List Bank Details
Os DO
Personnel Mo 1498 MHame Turner .. Status Active
EE group T State Extta/Seaso.. Personnelar  FABT DFA
EE subgroup U8 Hourly 55N 432-54-1441
B% choose  fi1/01/1800 [@jTa 1243179993 5Ty
\ Walid From  End Date FPayes Fayment method |Ba.. Bank key N|@
‘ 10/14/2004 [12/31/9999 Turner Quartez WCH Paymentfor . US (253272070 N Z
‘ 09/20/2004 1071372004 Turner Quartez WCH Paymentfor . JUS 253272070 N
\ (2]
|| (]
L0l [aio|
Entry 10t 2
| 4.7
AASIS Support Center, V3.0 3.33
November, 2005, Gwinnett Orr

Note: The start date and end date will be reflected
for each payment method.

To stop an employee’s direct deposit, refer to the
Table of Contents to locate the Demonstration for
Bank Details (Phase 2) — Delimit Direct Deposit.

Remember one Bank Details Infotype must exist at all

times, even after an employee has been terminated.

33
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Exercise Scenario #3

An employee has requested that their
payroll warrant be changed to direct
deposit. The employee has also
opened an additional bank account in
which $50.00 will be direct deposited
each pay period. Maintain the
employee’s bank details record to
reflect the

changes. | E E ! |

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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Demonstration

@Maintain Communication — Create
Communication Type

Human Resources > Personnel Management >
Administration > HR Master Data > Maintain (PA30)

AASIS Support Center, V3.0

November, 2005, Gwinnett Orr 33
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E OO0 EE @E

HRPA-Personnel Administration

version 3.0

7] I | IS

SAFP Easy Access
(o | =

[_1 Favarites

= [ SAP standard menu|

[0}

b Office

3 Logistics

b [ Accounting

= 3 Human Resources

17 PPMDT - Manager

= {3 Personnel Management

's Deskiop

= {3 Administration

= {3 HR Master
) PA40 -
2 PA30 -
12 PAZD -
2 PATD -
2 PATO -
) PA4Z -

> L1 Tools
3 Settings
b Recruitment

b [ Benefits

s | Compensation Management

B T M et

Data

Personnel Actions
Maintain < —
Display
Personnel File
Fast Entry

Fast entry: Actions

[ Infin Systarm

73 Personnel Development

[2]

AASIS Support Center, V3.0

) I —— . 73

November, 2005, Gwinnett Orr

1.

Follow the menu path and
doubleclick on Maintain or enter
PA30 in the command field and
press enter.
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DR HDhoan HE @M

Maintain HR Master Data

Dz a2

1498 2. Enter personnel number. E
4. Click on the create icon. T
uo 383260
Fersonal Data s
Infatype text [E][ | [Period
| |mctions v @) Petiod
|_|Personal Data o Fr. Ta
| _|Crganizational Assignment o7 O Today O Currweek
| |Addresses i Al () Current month
|_|Basic Pay L4 ) From curr.date ) Lastweek
I [Pl A D e EEE ¥ O To current date () Last manth
|_|Residence Stalus L4 O Curr.period i Current Year
Additional Personal Data 4 [4]
=]
Direct selection 3. From the personal data tab select the Communication
s #etion;  infotype or enter the infotype number 0105 in the
infotype field under Direct selection. =
4

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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B A8 FEE G

System user name (SY-UNAME)
ooz SAPZ
0003 Metpass
ooo4  TSO1
0005 Fa
0006 Yoice mail
00 E-mail

o011 Credit card number(s)
0020 Firsttelephone number at wark
CELL Cell Phone

5. Select the type of
communication.

MAIL  E-Mail

MPHM Car phonefother mohile phone
PAGR Pager

Z001  State American Express

Z002  Additional State Credit Card

Zoo4
7005
Z006

u Z003  Message Mumber

Radio Mumber
Gall Mumber
Badge MNumber

25 Entries Found I a

HRPA-Personnel Administration
version 3.0

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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6. Enter the effective date.
Type CELL  Cell Phone Refer to note below.

IDfnumber 8164869

7. Enter the identification number
for the communication type.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

HRPA-Personnel Administration
version 3.0
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gl 2 adH e@e LHR DnoD DR QF
Maintain HR Master Data

L T ©
_Tur*ner“ Quartez
m _383250

T TEETE——
Personal Data | ( ( aonoE

Perind
@ Patiod

Fr. To
Organizational Assignment (O Today () Currweek

Addresses Al ) Current month
Basic Pay ) From cutr.date O Last week
Family MemberDependents ) To current date () Last manth
Residence Status O period ) Current Year

Additional Personal Data

Direct selection

Infotype Communication STy CELL cell Phone

You will receive a message
Io Record created e stating: Record created.

AASIS Support Center, V3.0 3-40
November, 2005, Gwinnett Orr
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Exercise Scenario #4

An employee has been provided an
agency cell phone. Maintain the
employee’s communication data by
creating the new communication
type.

AASIS Support Center, V3.0 3-41
November, 2005, Gwinnett Orr

41



An AASIS Training Guide HRPA-Personnel Administration

Demonstration

mmMaintain Organizational Assignment

Human Resources > Personnel Management >
Administration > HR Master Data> Maintain (PA30)

S

\ 2

AASIS Support Center, V3.0

November, 2005, Gwinnett Orr 342
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HRPA-Personnel Administration

version 3.0

RN R LV,

< (3 Administration

Follow the menu path and double
click on Maintain or enter PA30 in

< {3 HR Master Data

2 PAJ0 - Waintain
3 PAZD - Display

£ PATO - Fast Entry

B [ Info System

) PA40 - Personnel Actions

2 PA10 - Persannel File

D) PA43 - Fastentry Actions ]

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

the command field and press enter.

=]
[0
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HRPA-Personnel Administration
version 3.0

2. Enter personnel number.

[ oogd

B9/21720848 To 1243179999
L Curr ek
) Cument maonth

LI Froen cum date
' To currend date

CLastweok
" Lastmaonth

3. Select the Organizational Assignment

infotype or enter the infotype number 0001 in
the infotype field under Direct selection.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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it G

elp
@ DHE Bt On BEE @m
Copy Organizational Assignment
2| ora structure

Personnel | Mo 2432 Name Quatez .. Status Active
EE group 7 State Extra/Seaso.. Fersonnelar  FADT DFA
EE subgroup  UB Hourly 55N 462-22-5856
Start IEIQ#ZEI/ZUBA@ 124319999
\ 5. Change the Start date to the

EnERISEE e required effective date. Refer
CoCode State of Arkansas Leg.person
Pers.area FaB1  DFA Subarea 0ALZ  OT,StdH to note below.
Cost Gtr 353260 DFA Bus. Area 0610 DEPT OF FINANCE AND ‘
Personnel | structure
EE group T State Extra/Seasonal Fayrarea al Arkansas Bi-vWeekly
EE subgroup  UB Hourly contract 1000 HoursfYear =]
Organizational plan Administrator / 6. Make changes as
Percentage 108,00 PersAdmin 117 Constance L Stagger:
Position 22078413 WOOB Time 113 Bl needed'

BUYER I Payradmin 123 Lmﬁ?ﬁm'/ ‘
Job key 21667977 8980

EXTRAHELP
Exempt N
Org. Unit 21705318 DIR

Ditectars Office

I 7. Make changes as needed.
| Additional fisids ;ﬁ/
Benefits Administrator 125 Fhylicia Gates

L [ETR t1) (515) sapetr  OVR

AASIS Support Center, V3.0 345
November, 2005, Gwinnett Orr

NOTE: If the effective date for the Organizational
Assignment infotype will extend beyond the first day
of the first pay period of the current fiscal year, the
agency must send a request with justification to the
State Payroll Manager at the Office of Personnel

Management/State Payroll (fax number 501-682-
5094) for approval.
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S A EE @

2| o s

Persannel NG e Quatez Motaus
8. Click Enter. Ep
8, Cliok Entor. s oL
'09/20/2004 [#jta 12/31/9999|

Enterprise structure

GoCode ARK  State of Arkansas Leg.person
Pers.area FAB1  DFA Subarea  DAL2  OT,StiHB
Cost Gir 383260 DFA Bus.Area 0610 DEPT OF FINANGCE AND

Persannel structure
EE group 7
EE subgroup UG

State ExtraiSeasanal Payrarea 11 Arkansas Bi-ieekly
Hourly, Contract 1000 Hoursfrear &

Organizational plan
Percentage  100.09 Persadrin 117 Constance L Staggers
Position 22078413 V0B Tirme 112 Sherty Lewls
BUYER I PaytAdmin 123 Linda R Hill
Job key 21667977 9aag
EXTRA HELP
Exempt N
Org. Unit 21705318 DIR

Directors Ofice

Note: Click enter until you receive the message
stating: Save your entries. Then go to step 9.

125 Fhylici

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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B| Maintain HR Master Data

a8 2

HRPA-Personnel Administration
version 3.0

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

You will receive a message stating:
Record created.
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Exercise Scenario #5

Some of your Agency’s
Administrator’s have been
assigned too many employee’s .
Use the copy mode to change the
Personnel, Time and Payroll
Administrators for one of your
employees.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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Demonstration

mmMaintain Withholding W4/ W5

Human Resources > Personnel Management >
Administration > HR Master Data> Maintain (PA30)

S

\ 2

AASIS Support Center, V3.0

November, 2005, Gwinnett Orr 349
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gl B C@eIDHE DNLD BPE e

HRPA-Personnel Administration
version 3.0

SAP Easy Access - User menu for Diane N. Jolley

L L L LS 60 0 60 55

1.

= (3 Administration
= {4 HR Master Data
£ PA40 - Personnel Actions
{22 PA3D - Maintain
() PAZ0 - Display
) PA10- Personnel File

) PATO - Fast Entry
) PA42 - Fast entry: Actions [«]
b (1 Info System [+]
[0

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

Follow the menu path and double
click on Maintain or enter PA30 in
the command field and press enter.
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048 EHE @0

O 24 0 4. Click on the copy icon.

= e
Persopnelpo. .
2. Enter personnel number.

3. Select the Withholding Info W4/W5
Infotype or enter the infotype number 0210
in the infotype field under Direct selection.

.
B
|—I
r
B
C
B
A
B

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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P m| Maintain HR Master Data
N2snHnl 2

Parsannal no, 1488
Name  Turner Quartez
EE groue | cuttimes fornfatme Mhithhalding nfo WIMS VS {1) 100 Entres Faund_ L]

EE subgroup Hetmetord

=
(ECEEFEEEE . .
....l.u.,;,,c.L.,..,.l. L2 [tante] O- Double click on the appropriate subtype:

Arkansas; Texarkana, Arkansas; or Federal.

AASIS Support Center, V3.0 3.52
November, 2005, Gwinnett Orr

Withholding Info W4/W5 US (Infotype 0210) - This
infotype stores the information presented by the
employee on the W4/W5. This information is used by
payroll to calculate withholding tax. The screen will
appear twice. Enter State withholding information.
Then enter Federal withholding information.

Dependent allowance field must reflect the number of
dependents the employee is claiming on the
withholding form. If the employee desires to withhold
additional amounts from their pay, enter the dollar
amount in the ‘Add. Withholding’ field.
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] 208 €A CHE Dhon BE 9N =
Copy Withholding Info W4/W5 US

dala

Personnel Mo 1430 Hame Turner - Status Active -
EE groug T Bte BdaBsaso. Porsonnnlar | FADT DFA —
EE subgroug Ui Howry S5N 52541441

stan 0012012004 [t +2+5+94%5 6. Change the From date to an

o effective date after the last
| Tan wuthon # g Y—, Talevel B Siate received warrant date. Refer to
Filng Status. 06 Head of household of family note below.

Depen: warice
Tax exempt indicator

7. Make required updates
according to the employee’s

Withholding adustments W4/W5 form.
Adational withholding uso

Detault formula 1 WITHHROLDING FOR  Amemate formula

| Eamed Incoeme Credit fling stabrs

EIC status

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

3-53

Note: Changes to the employee’s taxes should be made
effective after the last receive warrant date. For example,
for pay period 16, the receive warrant date is August 6,
2004. Therefore, the effective date for changes to an
employees taxes must be after August 9, 2004.

If the effective date for the Withholding Info W4/W5 US
infotype will extend beyond the beginning of the first pay
period of the fiscal year the agency must send a request
with justification to the State Payroll Manager at the Office
of Personnel Management/State Payroll (fax number 501-
682-5094) for approval.
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@ 1 AH eae K D0 BHE @6
Copy Withholding Info W4, INS

8. Click Enter.
RG] 9. Click Save. |A :
BE group 7 Pars =
BE subgroup LD Houry SEN 432-54-1481
tart 03212004 (80 BEIEE]

usn

e i) 0 23
ae _cuppementaimer Twol YOU Will receive a message stating: Record

Ove .
rom date _ End
/ valid from date to date delimited at end.

.
() Racord valld from DIEI004 30 1 2131RG%H dedmiad 3t énd

AASIS Support Center, V3.0 3.54
November, 2005, Gwinnett Orr

Withholding Info W4/W5 US (Infotype 0210), continued —
There are only two groups of employees eligible for
exemption from Arkansas income tax (Arkansas Acts 48 and
177 of 1977). The first group is as follows:

1. Employees living within the city limits of Texarkana, AR —
These employees do not have to work in Texarkana, AR or
Texarkana, TX. In fact, there are no limitations as to where
they work to be exempt from Arkansas income tax.
However, employees working within the city limits of
Texarkana, AR; but do not live within the city limits of
Texarkana, AR are not exempt from Arkansas income Tax.
For example, the employee lives in Hope, AR and works
within the city limits of Texarkana, AR is not exempt from
Arkansas income tax.
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@ 1 AH eae 14 D0 BHE @6
Copy Withholding Info W4/W5 US

| & 2

Paesonnad ho 1480 Nams Turner _ Status  Acive =
EE groug T Stale Brardesso. Péergonnelar  FAD1 DFA —
EE subgroup  UD Hourly 2] 432541441

Stan 03212004 (80 243119998

usn

AASIS Support Center, V3.0

November, 2005, Gwinnett Orr 355

Withholding Info W4/W5 US (Infotype 0210), continued —
There are only two groups of employees eligible for
exemption from Arkansas income tax (Arkansas Acts 48
and 177 of 1977). The second group is as follows:

2. Employees living within the city limits of Texarkana, TX —
These employees MUST work within the city limits of
Texarkana, AR to be exempt from Arkansas income tax.
They are not exempt from Arkansas income tax if they work
anywhere else in Arkansas. For example, an employee that
lives in Texarkana, TX but works in Magnolia, AR is not
exempt from Arkansas income tax.

If the employee is exempt, only use “R” in the Tax exempt
indicator field. Contact OPM-State Payroll Systems, if you
have any questions concerning this infotype.
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i B @E

You will receive a message stating:
Record created.

AASIS Support Center, V3.0 3.56
November, 2005, Gwinnett Orr

Note: After updating the Withholding Info W4/WS5 for
Arkansas, you may need to update the Withholding
Info W4/WS5 for Federal. If so, repeat steps 2 thru 9.
However, on step 3 enter the infotype number 0210
in the infotype field and select ‘Federal’ from the
drop-down list for subtype (Sty).
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Exercise Scenario #6

You receive a new W4/ W5 for an
existing employee. Maintain the
employee’s withholding
information using the copy mode.

AASIS Support Center, V3.0 3.57
November, 2005, Gwinnett Orr
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Demonstration

mMaintain Date Specifications

Human Resources > Personnel Management >
Administration > HR Master Data > Maintain (PA30)

AASIS Support Center, V3.0

November, 2005, Gwinnett Orr 358
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L L L LS 60 0 60 55

[ €2

&

= (3 Administration
= {4 HR Master Data
£ PA40 - Personnel Actions
{22 PA3D - Maintain
() PAZ0 - Display
) PA10- Personnel File

) PATO - Fast Entry
) PA42 - Fast entry: Actions [«]
b (1 Info System [+]
[0

1. Follow the menu path and double
click on Maintain or enter PA30 in
the command field and press
enter.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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3. Select the Date Specifications infotype

or enter the infotype number 0041
in the infotype field under Direct selection.

1

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

HRPA-Personnel Administration
version 3.0
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(=] I H e@a O A | G [E @
vxmnu? Date Specifications

o\g [

- 8. Click Save.
“d 7.Click Enter. | e
EE g - — 1 FAf1 DFA
EE subgroup UL Employes 558 432-54-1441
£an a0 02604 [l 12431 1960 .
“'\ 5. Enter the effective date.

| Date Spaciications Referto note below.

Date ype Crate T T

21 Original Hire Date 22 Career Service Dabe

23 Latest Hire Date 09720/ 2004 24 Leave Accrual Date 09720/ 2004

™~

‘ 6. Enter the correct date.

IF YOU REMOVE A DATE YOU MUST ALSO
REMOVE THE DATE TYPE.

AASIS Support Center, V3.0 3.61
November, 2005, Gwinnett Orr

Note: The effective date must not be earlier than the
beginning of the first pay period of the fiscal year. For
example, a date specifications infotype updated on 7/6/04
may have an effective date no earlier than 6/20/04.

If the effective date for the date specifications infotype will
extend beyond the beginning of the first pay period of the
fiscal year, the agency must send a request with
justification to the State Payroll Manager at the Office of
Personnel Management/State Payroll (fax number 501-
682-5094) for approval. Or the agency personnel with the
role of Time Management Specialist may need to correct
the employee’s leave balance if necessary.
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Exercise Scenario #7

You receive a request from an
employee stating that their leave
balance is not correct. After
viewing the Date Specifications
infotype, an incorrect date is
reflected for ‘Leave Accrual Date’.
Maintain the employee’s Date
Specifications by using the change
mode.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

version 3.0
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Demonstration

@Maintain Communication — Delimit
Communication Type

Human Resources > Personnel Management >
Administration > HR Master Data > Maintain (PA30)

AASIS Support Center, V3.0

November, 2005, Gwinnett Orr 363
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SAP Easy Access

BE| 5| a6~

Office
B 1 Gross-Application Compononts
b Logistics
B Accourting
2 (24 Human Resources
22 PEMOT - Managess Diskon
@ 1 Personngl Managemenil

= (4 Adminéstration
= (3 HR Master Data

2 PALD - Parsannal Adtions
3 PA30 - Maintain
12 PA20- Display “\
2 PA10 - Parsonnel Flle
22 PATD - Fast Entry
23 PALZ - Fasl entry. Aclions

[Perzannel Devaleamant

Compensation Management
(1 Personnel Cosl Planming
1 Rudgat Management

(1 Pansian Schame

HRPA-Personnel Administration
version 3.0

Follow the menu path and
doubleclick on Maintain or enter
PA30 in the command field and

press enter.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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HRPA-Personnel Administration
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2. Enter personnel number.

T

O Cumweek

) Cumsnt monn
O Lastwnek

I Last morih
) Current Vear

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

3. Select the Communication infotype
or enter the infotype number 0105 in the
infotype field under Direct selection.
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| 5 Enterthe date to end the record. |

the date to end the record.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

HRPA-Personnel Administration

version 3.0
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7. Click continue.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

HRPA-Personnel Administration
version 3.0
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Delimit Communication

] C ] . Click on the Delimit icon.
UE
£ Chiouse 1 12/31/9503 [afo T 12131/3939 S 1121317593 |

8. Select the communication.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr




An AASIS Training Guide HRPA-Personnel Administration
version 3.0

|®&| Maintain HR Master Data
o s
Pemonnelno. s ]

10. Click on the Maintain overview icon.

1243119999 To 127379399

You will receive a message stating:
Records delimited.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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List Communication

0zma

|:1
S Chaoa 1 ¢1/01 1200 DN 1273113005 |

|| The end date for the cell phone will be
|| reflected.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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Exercise Scenario #8

An employee has returned the
agency’s cell phone. Maintain the
employee’s communication data by
delimiting the communication type for
the cell phone.

HRPA-Personnel Administration

version 3.0

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

3-71

71



